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1. This information sheet is provided to clients of CFAB’s Legal Advice Service. Clients are

asked to indicate their acceptance of its terms, either by email following receipt of this
document, or by signing the bottom of this document.

Scope of CFAB’s Legal Advice Service

2. The SRA Standards and Regulations 2019 allow solicitors to deliver non-reserved legal
services to the public on behalf of a business that is not authorised by a legal services
regulator. CFAB is not authorised or regulated by the SRA. However, individual solicitors
employed by CFAB must comply with the SRA Code of Conduct for Solicitors.

3. Solicitors employed by unregulated entities are limited in the scope of the activities they
are authorised to undertake. Only ‘unreserved’ activities within the meaning of the Legal
Services Act 2007 can be provided – i.e. legal advice. Solicitors employed by CFAB are
cannot provide the following services:

a. reserved legal services to the public or a section of the public. Pursuant to
the Legal Services Act 2007 these are;
i. the exercise of a right of audience
ii. the conduct of litigation
iii. reserved instrument activities
iv. probate activities
v. notarial activities
vi. the administration of oaths

b. immigration work
c. claim management services
d. d. financial services or activities that are required to be authorised by the

Financial Conduct Authority
4. The solicitor who will be advising you is Maria Wright. Where appropriate, other

employees of CFAB may be asked to assist from time to time where this is desirable for
the most efficient and cost effective way of handling your case. We aim to provide
consistency of those involved in your case and if there is a necessary change in
personnel we will inform you promptly, and provide details of any new allocated person to
your case and why the change was necessary. This is subject to the information barrier
described in detail below.



5. CFAB are only able to provide legal advice in relation to matters within the solicitor’s
competence and expertise i.e. family law in England and Wales, including international
instruments relevant to its operation. CFAB cannot provide advice on foreign law.

6. Legal Advice is provided only to Local Authority employees, i.e. Local Authority lawyers
and social workers.

7. . The service provided to you is a one-off letter of advice, based on your instructions and
information provided.

Our Relationship with You

8. We shall be entitled to assume that whoever gives us instructions has actual authority to
do so on behalf of your organisation and we shall be entitled to rely on any information
provided to us by that person.

9. We shall be entitled to assume that our Terms of Business have been brought to the
attention of and approved by the appropriate officers of that organisation.

10. It is vital that you provide us with all relevant information and documentation relevant to
the advice you are seeking and that the information and documentation is, to the best of
your knowledge, complete, accurate and up to date. Please tell us immediately of any
subsequent changes to the information and documents provided, as well as any further
information which might be relevant.

11. The services are provided to you and may not without our prior written consent be
disclosed to any other party or be referred to in any public document or communication.

Costs

12. Legal advice is provided on a pro bono basis, and accordingly there is no charge for the
legal advice service.

Communications

13. Please let us know if you have a preferred method of communication e.g. telephone or
email. Unless we hear from you otherwise, we will use whatever mode of communication
appears appropriate in the circumstances.

14. Please be aware that criminals are known to target communications by email between
solicitors and their clients. Therefore, before you use email to communicate with us, we
strongly advise you to install and maintain appropriate anti-virus and anti-malware
software. We shall not be responsible for checking whether you have done so.



15. All email messages sent to us will, if properly addressed, arrive on the terminal of the
person to whom they are addressed. Please be aware of the following points: a) the safe
delivery of email via the internet should not be assumed; b) the confidentiality of email
cannot be guaranteed.

16. Unless you ask us, we shall not be required to encrypt or password-protect any email or
attachment sent by us.

17. We shall not be responsible for any loss or damage arising from:
a. the unauthorised interception, re-direction, copying or reading of emails including

any attachments; or
b. our acting on instructions which appear to come from you, but in fact do not (for

example, via ‘spoofed’ email, including where your account has been hacked), unless
we are negligent to do so.

18. We shall not be responsible for the effect on any hardware or software (or any loss or
damage arising from any such effect) of any emails or attachment which may be
transmitted by us (except where this is caused by our negligence or wilful default).

Conflicts of Interest

19. We have procedures in place to ensure that conflict checks are carried out on every
matter as soon as practicable and prior to the taking of information about a particular
case from you, so that, if an issue arises, it can be discussed with you and dealt with as
soon as possible.

20. Our conflict procedures help us fulfil our professional obligations not to act for a client in
a matter where there is an actual (or significant risk of a) conflict with: a.

(a) the interests of another client for whom we are already acting; or
(b) b. our interests.

21. If at any time you become aware of an actual or potential conflict of interest, please raise
it with us immediately.

22. Subject to our professional duties, we will always seek to resolve any conflict issues in
the most advantageous way to the clients concerned.

23. Where our professional rules allow, you agree that after termination of our retainer, we
may act or continue to act for another client in circumstances where we hold information
which is confidential to you and material to the engagement with that other client. We will
not, however, disclose your confidential information to that other client.

Information Barrier: Confidentiality and Disclosure

Confidentiality



24. We will keep confidential any information which we acquire about you and your
organisation. We may disclose such confidential information and any advice, certificate,
report or opinion given by us to you or any third party in connection with your affairs to:

(a) our auditors, external assessors or other advisers;
(b) our insurers;
(c) external agencies which undertake typing, printing, photocopying, mailings

and other business support services.
25. We may be required, by law or other regulatory authority to which we are subject, to

disclose such confidential information and any advice, certificate, report or opinion given
by us to you or any third party in connection with your affairs. Our duty of confidentiality
may be overridden if this is necessary to protect a child or person from a risk of harm.

26. As a charity dedicated to promoting and protecting the rights of children and young
people we have a child protection policy which is available upon request.

27. If you or we engage other professional advisers from within our organisation to assist
with a matter we will assume, unless you notify us otherwise, that we may disclose any
such information, advice, certificates, reports or opinions to such other advisers as
necessary.

28. It should not be assumed the Legal Professional Privilege applies to advice given by
solicitors employed by unregulated entities. The SRA has advised that this is a matter of
law and therefore it will not provide guidance on this issue.

Disclosure

29. Consistent with the SRA Code of Conduct Rule 6.3, CFAB has a duty to keep the affairs
of its clients seeking legal advice confidential. This means that any information supplied
to the solicitor with conduct of your matter at CFAB is kept confidential by CFAB in
accordance with data protection legislation and these terms of engagement.

30. Under paragraph 6.4 of the SRA Code of Conduct, your CFAB solicitor has a duty to
make you aware of all information material to your matter within their knowledge. CFAB
provides a number of other services to Local Authorities, and an advice line which can be
used by anyone. As such, it is possible that CFAB may hold information received from
other parties which is relevant to your matter.

31. Accordingly, CFAB’s Legal Advice Service is therefore operating through an information
barrier;

(a) The solicitor with conduct of your matter does not have access to the
database which records advice line calls and case work services;

(b) Employees of CFAB providing advice line and case work services do not have
access to the database which records client information and advice given
through the Legal Advice Service;

(c) CFAB has implemented policies and training to ensure awareness and
compliance with the information barrier.

32. Advice will only be given to you on the basis of your instructions and any accompanying
information



33. CFAB may have in its possession information material to the matter upon which you seek
advice. However, the solicitor advising you will not have access to any such material, and
can only give advice based on the information provided by you. Through your
acceptance of these terms you give your informed consent to advice being given on this
basis, and any such material information not being disclosed to you.

Insurance

34. As an unregulated entity, CFAB is not required to have professional indemnity insurance
that meets the SRA Minimum Terms and Conditions. The SRA requires the firms that it
regulates to have compulsory minimum levels of insurance to protect clients in case
something goes wrong. Details of CFAB’s insurance policy are available upon request.

35. As a client of the Legal Advice Service, you will not be able to make a claim on the SRA
Compensation Fund. This fund is available for clients as a last resort in situations where
their money has been misused, or not accounted for as a result of the acts or omissions
of those regulated by the SRA.

Complaints

36. All solicitors are obliged to attempt to resolve problems that clients may have with the
service provided. It is therefore important that you immediately raise any concerns you
may have about our service with us. We value you and would not wish to think that you
have any reason to be unhappy with our service but if you are, we would like to discuss
this with you and any steps we can take to resolve the matter.

37. Additionally, CFAB has a complaints procedure, a copy of which is available upon
request. If you are dissatisfied with the service you have received and wish to make a
complaint, you will be provided with information as to how you can make a formal
complaint to CFAB.

38. In the unlikely event that you are not satisfied with our handling of the complaint, then
certain clients (such as individuals, small businesses, charities, trustees) may be entitled
to ask the Legal Ombudsman, PO Box 6806, Wolverhampton, WV1 9WJ
(www.legalombudsman.org.uk) to consider the complaint. In most cases eligible
complainants will need to bring a complaint to the Legal Ombudsman within six months
of receiving a final written response from us about the complaint and within six years of
the act or omission about which you are complaining occurring (or if outside of this
period, within three years of when you should reasonably have been aware of it).

39. You have the right to complain about your solicitor’s professional conduct to the SRA.
The SRA cannot deal with complaints about CFAB or any part of the service provided by
non-authorised persons.



GDPR and Data Protection

40. CFAB employees are required to act in accordance with its Data Protection Policy and an
Information Security Policy. If you would like to see a copy of these policies, please
contact CFAB and request them.

41. CFAB’s privacy policy is available on our website. It explains

(a) what categories of personal data we may hold about you and the sources of
that data;

(b) the purposes we use that information for and the legal basis for processing
that information;

(c) who we may share that data with;
(d) the period for which your data is stored, or the criteria to determine that

period;
(e) the rights that you have in respect of your data, including information about

the right to lodge a complaint with the Information Commissioner's Office, if
we have failed to comply with our obligations in respect of your data.

42. We may amend our privacy notice periodically to ensure that it is operating effectively
and complies with relevant laws and regulations. We will notify you of any substantial
changes to the notice.

43. We will use the personal information we receive about you for the administration of our
relationship with you.

44. Where you provide any personal data to us (including that of third parties involved in the
instructed matter), you are responsible for ensuring that your disclosure of that data to us
for the use by us in the provision of our services complies with the requirements of the
data protection legislation. You have the sole responsibility for the accuracy, quality and
legality of the personal data you provide to us.

Exclusions and Limitations of Liability

45. The services provided by us are for your benefit alone and solely for the purpose of the
matter to which they relate. They may not be used or relied upon for any other purpose
or by third parties, unless with our prior written agreement. Our duty of care is to you as
our client and does not extend to any third party.

46. If we are prevented by circumstances beyond our reasonable control from providing the
services we have undertaken to perform for you, we will immediately notify you of the
nature and extent of such circumstances. If as a result of those circumstances, we are
unable to meet any deadline or complete the services by any estimated date of
completion or at all:
a. any such failure on our part will not constitute a breach of the agreement between

us;



b. we will not be otherwise liable to you for any such failure to the extent that it is
attributable to any such circumstances notified to you; and

c. any estimated date for completion of the services will be extended accordingly.
47. We shall not be responsible for any failure to provide services on any issue which falls

outside the scope of our engagement.
48. We shall have no responsibility to notify you of, or the consequences of, any event or

change in the law (or its interpretation) which occurs after the date on which the relevant
service is provided.

49. We shall not be liable for any indirect loss or damage or any loss of profit, income,
anticipated savings, production or accruals arising in any circumstances whatsoever,
whether in contract, tort, negligence, for breach of statutory duty or otherwise, and
howsoever caused.

50. The liability of CFAB for any claim in contract, tort, negligence, for breach of statutory
duty or otherwise, for any loss or damage, costs, expenses or any contractual or
statutory interest howsoever caused arising out of or in connection with the services
shall, in relation to each matter, be limited to the sum specified in the letter of
engagement or, if no sum is specified, the sum of £1 million.

51. Nothing in the Terms shall exclude or restrict our liability to you for death or personal
injury resulting from our negligence or for fraudulent misrepresentation or in any other
circumstances where liability may not be so limited or excluded under any applicable law
or regulation.

52. Subject to any agreed limit on our liability, our liability to you shall be limited to such sum
as it would be just and equitable for us to pay having regard to the extent of our
responsibility for the loss or damage and the responsibilities of all other persons. You
agree that our liability shall not be increased by:

a. any limitation, exclusion or restriction of liability you have agreed with any other
person, or any joint insurance or coinsurance provision between you and any
other person;

b. your inability to recover from any other person, or your decision not to recover
from any other person.

Intellectual Property

53. We retain full and exclusive ownership of all copyright and all other intellectual property
rights in all documents, advice and other works (in any form including, without limitation,
in electronic form) we create, develop or generate for you in the course of providing the
services (including, without limitation, working and draft documents and advice as well as
final documents and advice).

I have read and accept these terms of business

Signed: ......................................................

On behalf of: .............................................



Dated:.........................................................


